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(2) For "Accountable" Official Mail in Category 1 Above.
Mail clerks/orderlies shall ensure prompt delivery of PS Form 
3849 (Delivery Receipt) directly to the addressee or return it 
to the servicing post office, as described in chapter 7, 
paragraph 14 of this Order, if it is undeliverable. 

(3) For "Ordinary" Official Mail in Category 2 Above.
Mail clerks must ensure prompt handling and delivery to the CO 
or to authorized personnel listed on the CO's most current 
letter of authorization. Mail clerks shall require all 
personnel accepting receipt of official mail to present a valid 
Common Access Card (CAC) to establish positive identification. 
Personnel accepting receipt of such mail will be required to 
sign and date the Mail Orderly Receipt Log, as evidence of 
receipt. Mail orderlies are not authorized to handle or deliver 
this type of official mail unless they have been specifically 
named in the CO's most current letter of authorization to 
receipt for such mail. 

�mportant Notice: When official mail of this type has been 

properly delivered to the co or authorized personnel (as 

described above), it is no longer considered "mail" and may be 

handled and distributed accordingly. Therefore, at the 

discretion of the unit CO it is recommended that this type of 

official mail be delivered in bulk to a single authorized 

individual each day (such as the unit OMM), whom may open and/or 

distribute through the unit's command mail center. 

(4) For "Accountable" Official Mail in Category 2 Above.
Because official accountable mail routinely contains controlled, 
sensitive, high-value, or classified matter, it is considered 
critical that it be handled and delivered in strict compliance 
with all applicable references, and the following: 

(a) At the servicing post office, mail clerks will
sign for their unit's official accountable mail on a PS Form 
3883 (Firm Delivery Receipt), after presenting a valid CAC and 
DD Form 285 card indicating authorization to receipt for 
"official (All)." 

(b} In the unit mailroom, mail clerks shall prepare 
this mail for delivery by carefully and legibly listing all 
official accountable mail in the PS Form 3883. Instructions, 
regulations, and procedures established by reference (b) for 
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completing and maintaining the PS Form 3883 shall be strictly 

adhered to. 

(c) Mail clerks must ensure secure handling and

prompt delivery of all official accountable mail directly to the 
appropriate individual or to an individual whose name is 

included on that CO's most current letter of authorization to 

receipt for such mail. Mail clerks shall require all personnel 

who receipt for this type of official mail to present their 

valid CAC to establish positive identification and ensure the 

individual is listed on the CO's most current letter of 

authorization, prior to delivery of official accountable mail. 

Personnel who receipt for official accountable mail shall be 

required to legibly sign and date the PS Form 3883, to 

officially document proper delivery of each item listed therein. 

Mail orderlies are not authorized to receipt for official 

accountable mail unless they have been specifically named in the 

CO's most current letter of authorization to receipt for such 

mail. 

Important Notice: Once this type of official mail has been 

properly delivered to the CO or his authorized agent (as 

described above), it is no longer considered "mail" and may be 

handled and "distributed" accordingly. Therefore, at the 

discretion of the unit co, it is recOimnended this type of 

official mail be delivered in bulk to a single authorized agent 

each day (such as the unit OMM or classified material screening 

point) who may open and/or make distribution as appropriate 

through the unit's command mail center. 

(d) Official accountable mail may not be retained in

the UMR overnight; therefore, all undeliverable official 

accountable mail must be returned to the servicing post office 

before close of business hours. Whenever it becomes necessary 

to return undeliverable official accountable mail to the 

servicing post office, a continuous chain of receipts shall be 

maintained using PS Form 3883. 

16. Mail Directory File System

a. Units operating mailrooms are required to maintain a

single mail directory file system, per references (a) and (b). 

The purpose of the Mail Directory File System is to provide 

information for the proper and timely forwarding of mail for 

personnel attached to the unit and personnel who have 

transferred from the unit. The following instructions on the 
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maintenance of the Mail Directory File System are in addition 

to, or amplification of, the information provided in references 

(d) and (e) .

b. The Mail Directory File System for UMRs shall consist of

Mail Directory File Cards (NAVMC 10572) and change of address 

cards containing the required information. Directory File Cards 
will be arranged alphabetically by last name regardless of the 

grade or status of the addressee. 

c. Mail clerks shall fill out a Directory File Card on each

individual checking into the activity. Each Directory File Card 
will record the individual's last name, first name, middle 

initial, grade, EDIPI, section or department, and previous 

mailing address. The unit diary and other sources of 

information will be used only as secondary sources of 

information. 

d. When personnel check-out of the UMR, the mail clerk

shall enter a complete military forwarding address and Estimated 

Date of Arrival (EDA) or a complete home address on the 

individual's Directory File Card. The mail clerk shall have the 

individual sign and date the Directory File Card in the 

appropriate blocks. The unit diary and other sources of 

information are only to be used as secondary sources of 

information. 

e. Temporary changes in status (e.g., hospital, temporary

additional duty (TAD), unauthorized absence (UA)), together with 

the date of the change will be entered on all Directory File 
Cards. Upon the return of the individual to the activity 

appropriate notation will be made, initialed, and dated. Leave 

entries are not required to be recorded. If mail is to be 

forwarded, a complete forwarding address shall be recorded on 

the Directory File Card. 

f. Discard dates shall be recorded on all Directory File

Cards of transferred personnel. Mail is to be forwarded for one 

year after the date of detachment. The discard date shall be 

recorded in the space provided on the Directory File Card. The 

discard date will be 13 months from the date of departure with 

the discarding of the Directory File Card occurring during the 

first week of the 13th month. For example, if an individual 

departs the activity during October 2011 the discard date for 

that Directory File Card would be November 2012. TAD and 

student personnel attached to the activity for six months or 
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less will receive mail forwarding service for three months. The 
discard date recorded on the Directory File Card will be the 
fourth month from the date of departure with discarding of the 
Directory File Card occurring during the first week of the 
fourth month. 

g. Mail Directory File Cards shall be maintained until the
recorded discard date. During the first week of each month, 
Directory File Cards with discard dates of that month will be 
removed from the Mail Directory File and completely destroyed. 

h. It is mandatory all personnel check-in/out with the UMR
which will enable the mail clerk to maintain current mailing 
information and files. 

17. Processing of Mail by Category of Addressee

a. Transferred Personnel. Mail clerks shall readdress mail
addressed to transferred personnel by drawing a single diagonal 
line through the incorrect portion of the address, taking care 
not to obliterate the addressee's name or original address. The 
mail clerk will write the new forwarding address on the front 
(address side) of the article and circle it. The forwarding 
address shall be written in a neat and legible manner and always 
include the city, state, and zip code. City names will never be 
abbreviated. The addressee's EDA will be included on all mail 
being forwarded to a military address. Failure to include an 
EDA may cause the mail to be "Returned to Sender, Addressee 
Unknown." If addressee information is incomplete on the mail 
(e.g., first name, middle initial, last name, and rank), the 
mail clerk will add the missing portions to assist in the future 
delivery. 

b. TAD. Mail for personnel who are TAD for 30 days or less
will be held in the mailroom for safekeeping until the 
addressee's return, unless forwarding has been specifically 
requested in writing by the individual or when TAD locations are 
within the MCB CAMLEJ. Mail for personnel who are deployed 
shall be processed per chapter 9 this Order. The mailroom shall 
maintain official documentation showing TAD dates for all mail 
being held. Mail for personnel TAD in excess of 30 days shall 
be forwarded until two weeks prior to the designated return 
date, unless the addressee has provided the mailroom with 
written instructions to hold the mail until his return. 
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c. Leave. Mail addressed to personnel who are on leave
shall be held in the mailroom for safekeeping until the 
addressee's return, unless the addressee has provided the unit 
mailroom written instructions to forward mail. To facilitate 
the monitoring of leave mail, the UMR will be supplied copies of 
all leave papers. Copies of leave papers will be held until the 
addressee has returned from leave and the mail properly 
delivered. Mail clerks must be kept informed of all authorized 
leave extensions. 

d. UA/Deserter. Mail for personnel in an UA status shall
be held in the UMR until the addressee has returned or has been 
declared a deserter. If mail addressed to UA personnel has not 
been claimed after 30 days, the mail clerk shall endorse each 
piece "Moved Left No Address" along with the date, unit, and the 
mail clerk's DD Form 285 card number. All mail for that 
individual will then be neatly bundled and returned to the 
servicing post office with written certification of the 
addressee's deserter status. This written certification shall 
include a unit diary number and date. The only personnel 
authorized to certify the status of personnel declared as 
deserters are the CO, XO, and UPO. Endorsement such as 
"Deserter," "absent without leave," and "UA" will not be placed 
on the mail. 

e. No Record. Mail received by the mail clerk to
addressees for which there is no record available will be 
returned to the servicing post office no later than the next 
working day. The mail clerk will draw a single diagonal line 
through the incorrect portion of the address, taking care not to 
obliterate or cover the addressee's name or original address. 
On the reverse {non-address) side of the article, the mail clerk 
will put the endorsement "NO RECORD" or "NR" along with the 
date, unit, and the mail clerk's DD Form 285 card number. Mail 
clerks must carefully check all available sources in an attempt 
to locate an addressee prior to returning mail to the post 
office as "NO RECORD." 

f. Missent. Organization/activity mail in receipt of
inadvertently addressed to another organization/activity. 
Missent mail shall be returned to the servicing post office no 
later than the next working day. Missent mail will be endorsed 
on the reverse (non-address) side by the mail clerk as "MISSENT" 
or "MIS" along with the date, unit, and the mail clerk's DD Form 
285 card number. 
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(1) Mail addressed to personnel who are deceased shall
be held in the UMR pending notification of the primary next of 
kin (PNOK). This mail may be held as long as necessary to 
preclude inadvertent disclosure of casualty status prior to 
official notification of the PNOK. Once the CO has obtained 
absolute verification the PNOK has been notified, all mail being 
held shall be returned to the sender or forwarded to the PNOK 
per the PNOK's wishes. This verification may be obtained by 
contacting the Marine Corps Casualty Assistance Branch at: 
Commercial: (703)784-9512 or DSN: 278-9512 

(2) After obtaining verification that the PNOK has been
notified, mail addressed to deceased personnel shall be neatly 
bundled and returned to the servicing post office along with 
written certification of the addressee's status, the PNOK has 
been notified, and the PNOK's instructions for disposition of 
mail. The only personnel authorized to sign this written 
certification are the co, XO, Adjutant, or UPO. If the PNOK 
desires the mail be forwarded, the unit mail clerk shall 
readdress each piece to the PNOK by drawing a single diagonal 
line through the incorrect portion of the address, taking care 
not to obliterate the addressee's name or the original address, 
and writing the PNOK's complete forwarding address on the front 
(address side) of the article and circle it. The PNOK's 
forwarding address shall be written in a neat and legible manner 
and always include the city, state, and zip code. 

(3) The servicing post office will then forward this
mail to the CPO where it will be processed for forwarding to the 
PNOK or returned to the sender, per the instructions on the 
attached certification. 

(4) Under no circumstances will endorsements such as
"deceased," "dead," or "casualty" be placed on the mail. 

h. PTCF

(1) Mail for personnel attached to the PTCF at MCIEAST
MCB CAMLEJ shall be forwarded using the following address: 

PSC Box 20140 
Camp Lejeune NC 28542-0140 
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(2) Endorsement such as "Brig" or "Confined" shall not
be placed on the mail. 

i. In the Hands of Civilian Authorities (IHCA). Mail
addressed to personnel who are IHCA shall be forwarded under 
separate cover (enclosed in an official envelope) and addressed 
in care of the appropriate place of civilian confinement. A 
letter of explanation will be enclosed to the sheriff or senior 
member of the civilian confinement facility, requesting delivery 
of subject mail or return if the addressee has been transferred 
or released. 

j. Naval Hospital

(1) Mail addressed to personnel who are hospitalized at
MCB CAMLEJ shall be forwarded using the following address: 

Room # Ward# (if known) 
Naval Hospital Camp Lejeune 100 Brewster Blvd 
Camp Lejeune NC 28547-2538 

(2) Mail for personnel who have been admitted to
civilian and military hospitals away from MCB CAMLEJ shall be 
readdressed and forwarded, if it is determined that 
hospitalization will be of such duration that mail will reach 
the addressee prior to release from hospitalization. 

18. Miscellaneous Instructions

a. When mail clerks/orderlies receive articles that have
been badly damaged or when it appears that items may be missing 
due to damage (severely torn wrappers), it is recommended the 
article be opened by the addressee in the presence of the UPO. 
When it has been determined that articles are missing or 
damaged, the addressee will be instructed to present the damaged 
article together with the wrapper and packaging material to the 
servicing post office where a claim, inquiry, or complaint can 
be filed. 

b. Letters or packages received by mail clerks/orderlies
that are unsealed shall be handled as follows: 

(1} Endorse "Received Unsealed." 
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(2) Before delivering or forwarding, seal the article,

affix Label 21 "Officially Sealed," and initial. Label 21 can 

be obtained from your servicing post office. 

c. Special delivery mail is handled and transported

according to the class of mail. No special delivery service 

will be given to mail delivered through the Military Postal 

Service. Under certain circumstances, such mail is given 

inunediate delivery at a civilian post office of address; this 

service is not provided by military activities. Personnel are 

reminded that payment of special delivery fees does not ensure 

safety of delivery or provide for payment of indemnity. 

d. Mail inadvertently received at UMRs will be inunediately

returned to the servicing post office. 

e. Units/sections shall ensure individuals or offices

receiving misrouted mail inunediately return such mail to the 

mailroom or servicing post office for proper delivery to the 

addressee. 

f. Mail opened by mistake shall be resealed, endorsed

"Opened by Mistake," signed and dated by the person opening the 

mail, and returned to the UMR or servicing post office for 

forwarding to the correct addressee. 

19. Preparation of Mail to be Returned to the Post Office

a. Mail clerks shall separate and bundle mail being

returned to the servicing post office according to the following 

categories: 

(1) On-base/missent (letters and flats bundled

separately) ; 

(2) Off-base (letters and flats bundled separately);

(3) No record/moved, left no address (letters and flats

bundled separately); 

b. All mail being returned to the servicing post office

will be neatly bundled with each piece facing the same 

direction, address side to the front. 
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c. Each bundle of returned mail shall be bound with rubber

bands and labeled or tagged to indicate the appropriate category 

(i.e., on-base, off-base, and no record). 
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Suspicious Packages 

1. General. The likelihood of ever receiving a bomb or 
chemical/biological agent in the mail is remote. However, a number 
of explosive devices and chemical/biological infected articles have 
been mailed over the years resulting in death, injury, and 
destruction of personnel and property. Motives for sending 
chemical/biological agents and mail bombs are wide ranging. They 
are often sent for revenge, extortion, terrorism, business 
disputes, or other reasons. All personnel involved in mail 
handling duties should be trained to recognize the typical 
characteristics and the immediate action to take should they 
discover a suspected mail bomb or chemical/biological agents. 

2. Typical Characteristics. A bomb or chemical/biological agent
can be easily enclosed in either a letter or a parcel, and its
outward appearance is limited only by the imagination of the
sender. They may appear to be either official or personal mail and 
will typically target high ranking officials; however, this is not 
always the case. Mail bombs or chemical/biological agents may or 
may not exhibit one or more of the following characteristics: 

a. Bear restricted endorsements such as "personal" or
"private;" 

b. Bear an inaccurate addressee's name and/or title;

c. Have distorted handwriting, or the name and address may be
prepared with homemade labels or cut-and-paste lettering; 

d. Have protruding wires, aluminum foil, or visible oil/grease
stains; 

e. Give off an unusual smell (almonds or marzipan) or powder;

f. Bear an excessive number of postage stamps;

g. Have a small pin hole in the wrapping for removal of a
safety wire; 

h. Exhibit springiness on one or more sides if it contains a
pressure release detonating device; 

i. Feel heavier than it looks;
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j. Feel rigid or appear uneven or lopsided;

k. Be unprofessionally wrapped with several combinations of
tape; 

1. Be endorsed with "Fragile," "Handle with Care," "Rush," "Do
Not Delay," or similar markings; and 

m. Make a buzzing or ticking noise, or sloshing sound.

3. Immediate Action. If sufficient reason exists to believe that
a letter or parcel may contain chemical/biological agent or
explosive device follow the steps listed below. DO NOT take a
chance or worry about possible embarrassment if the item turns out
to be innocent. Upon discovery of a suspected mail bomb or
chemical/biological agent:

a. Do not attempt to open the suspected item;

b. Do not attempt to move or further examine the suspected
item; 

c. Immediately evacuate the area and do not allow anyone to
come within the immediate vicinity of the suspected item for any 
reason, until the "all clear" has been given by the appropriate 
authorities (i.e., Provost Marshal's Office (PMO)/Explosive 
Ordnance Division (EOD)). Personnel exposed to suspected 
chemical/biological agents shall remain in place to reduce further 
contamination. Those personnel not exposed should be immediately 
evacuated. Do not unnecessarily expose personnel to danger in an 
attempt to secure valuables, classified material, or recover 
personal belongings during or after the evacuation process. 

d. Immediately notify PMO/EOD/911 informing the dispatcher you
have identified a possible threat. 

e. Do not completely seal off rooms/buildings. Leave doors
and windows open to allow for the rapid expansion of exploding 
gases. If it is a chemical/biological agent, cut off air 
ventilation to your area, and those affected must stay in place. 
Do not unnecessarily expose personnel to danger in an attempt to 
open additional doors and windows. 

f. Post a guard in the vicinity of each entrance to the
building to ensure no one inadvertently enters and becomes exposed 
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to possible injury hazard. Ensure these guards are placed a safe 
distance from the building. 

g. Notify the co and the MCIEAST-MCB CAMLEJ postal officer
using the appropriate form or data base. 

(1) Postal Offense Report submitted through Military Postal
Service Agency https://amps.mpsa.mil/ 

(2) Postal Incident/Threat submitted through MPO, MAO, and
UMR Form (Figure 8-1) 

4. Force Protection Condition (FPCON) Action Sets for Mail
Handling Facility

a. FPCON Normal-Establish and post suspicious package mail
handling procedures, immediate actions, and notifications at all 
postal facilities/mail distribution centers. Equip all postal 
facilities/mail distribution centers with minimum personal 
protective equipment: masks, gloves, trash bags, and a hazardous 
material drum. 

b. FPCON Alpha. During monthly random Antiterrorism exercises
conduct a five percent screening of all packages and letters using 
the Gemini x-ray scanner. 

c. FPCON Bravo. Conduct 25 percent scanning of all packages
and letters using the Gemini x-ray scanner. 

d. FPCON Charlie. Conduct 100 percent scanning of all
packages and letters using the Gemini x-ray scanner. 

e. FPCON Delta. No action taken; Base is on lock down no
deliveries will be made. 
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Chapter 9 

Postal Support for Deploying Units 

1. General Information. Efficient mail service has long been
recognized as one of the most significant factors affecting the
morale of our deployed Marines and Sailors, and their families;
therefore, the importance of strict adherence to the policies and
procedures outlined in this chapter cannot be overemphasized. All
UPOs, AUPOs, and mail clerks/orderlies of deployable units should
thoroughly review this chapter upon appointment to ensure a full
understanding of the instructions and concepts.

2. Mailing Address

a. CONUS Addresses. Unit mailing addresses are assigned to
and used by unit commanders to receive official mail and by all 
personnel who are authorized to receive personal mail through their 
UMR. All mail addressed with a CONUS address shall flow via the 
USPS's mail transportation network, directly to the unit's 
servicing MPO for delivery. 

b. FPO Addresses. Units scheduled to deploy outside of CONUS
must request a deploying mailing address via Mail Routing Request 
(MRR} to the Consolidated Post Office 45 days prior to departure of 
any unit personnel. FPO addresses must be used by all deploying 
personnel to receive official and personal mail while deployed. 
Upon the unit's redeployment to CONUS, the FPO address will remain 
active for a period of 60 days to allow all personnel sufficient 
time to notify their correspondents to return to the use of the 
CONUS address. During this 60 day period, all mail addressed with 
the FPO address is redirected to the unit's servicing MPO in CONUS. 
On the 61st day after redeployment, the FPO address shall be 
deactivated and all mail addressed as such shall be returned to the 
sender. 

3. Deployments Outside Continental United States (OCONUS)

a. The CPO is responsible for world-wide mail routing for all
deploying Marine forces based at Camp Lejeune. cos of units 
scheduled for a deployment OCONUS for which postal support is 
desired are responsible for ensuring prior coordination is made 
with the CPO (Attn: Operations Officer/Chief). Unit commanders 
are also responsible for ensuring that written notification of an 
upcoming deployment is submitted to the CPO (Attn: Operations 
Officer/Chief) at least 45 days in advance of the departure of the 
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advance party. The CPO cannot request a unit's FPO address or 
route their mail without prior written authorization from the unit 
commander. The MRR, must be signed by the unit commander or 
designated Postal Officer, and should contain all pertinent 
information relative to the particular deployment/operation. For 
unscheduled deployments/operations which do not allow for this 45 
day advance notification, commanders must ensure that as much 
advance notice as possible is given. Mail routing requests can be 
e-mailed to M CAMLEJ SMB LEJEUNE@usmc.mil or hand carried to the
Operations Chief at the CPO (Building 1770). All mail routing
requests must include:

(1) Date of departure (advance party);

(2) Date of departure (main body);

(3) Projected date of return (accurate as possible);

(4) Destination(s) (be as specific as possible);

(5) State types of mail to be forwarded (i.e., letter
class, parcels, or all mail); 

(6) Specific units involved (i.e., entire
Battalion/Squadron.; Co A only; HQ and K batteries); 

(7) List of attached detachments (Engineer Detachment,
Maintenance Detachment); 

(8) Whether or not a rear party (including a designated
mail clerk) will remain behind during the deployment; 

(9) Unit point(s) of contact and telephone number(s); and

(10) Any other information considered relevant to postal
matters. 

b. Mail Handling Procedures (MHPs) and authorized mailing
addresses will be disseminated to the unit and other appropriate 
commands/agencies via electronic messages. To ensure the most 
efficient mail service possible, all deploying personnel and their 
correspondents must strictly adhere to the postal instructions. No 
modification of the content or format of the assigned mailing 
addresses is authorized. Units are forbidden from adopting the 
addresses of other units in the deployed area as a means of 
circumventing the proper mail routing channels. Of equal 
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importance, all deploying personnel who are attached to other units 
for the deployment, must ensure they check out with their parent 
command's mailroom and check in with their temporary command's 
mailroom (this process must be reversed when they return to their 
parent command). This will help to ensure all mail will be 
forwarded as efficiently as possible. 

c. Deploying unit commanders must also ensure that at least
two properly appointed and adequately trained unit mail clerks and 
two section mail orderlies are assigned to both the forward 
deployed element(s) and rear parties, if applicable, to receipt for 
mail. Mail shall only be delivered to properly appointed mail 
clerks who possess a CAC and a valid DD Form 285 issued by the UPO. 
These mail clerks must be properly trained and equipped with the 
supplies necessary to effectively execute their mail handling 
duties, and as always, the UMR. must maintain directory file cards 
on all personnel in the unit (including attachments). Rear party 
mail clerks of deployed units need only to maintain accurate 
rosters of personnel in the rear party. If training is desired for 
mail clerks/orderlies prior to deployment, the UPO should contact 
their installation postal officer for assistance. 

d. Upon receiving MHPs all deploying units shall provide their
appropriate official correspondents and supply channels of their 
official mailing address to prevent delays. 

e. All mail for deployed units containing CONUS addresses

shall be first delivered to the designated rear party mail clerks 
(if applicable), who will remove and deliver any mail for rear 
party personnel. All mail for deployed personnel must be properly 
reworked, date stamped, individually addressed with the deployed 
address, and immediately returned to the servicing MPO. All mail 
reworked in this manner by rear party mail clerks shall be 
processed and dispatched to the deployed unit Monday through 

Friday. 

f. Upon arrival in the deployed area, UPOs must make immediate
liaison with the servicing post office in that area to arrange for 
the receipt, processing, and delivery of incoming mail, and the 

acceptance and dispatch of outgoing mail. Failure to make 
immediate liaison with the servicing post office can lead to delays 

in the delivery of the unit's mail. 

g. If significant problems are experienced with the timely

receipt of mail while deployed, UFOs should immediately contact 

their servicing MPO in the deployed area for assistance. They 
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should be prepared to provide postal officials with detailed 
information regarding the specific nature and extent of the 

problem. The CPO should be included as an information addressee on 

all message traffic/correspondence involving postal matters. 

h. No later than 45 days prior to redeployment to CONUS, unit

commanders must submit a written mail routing request to their 

servicing MPO in the deployed area. This request must be signed by 

the unit commander or designated postal officer and will serve as 

written authorization for postal officials to route the unit's mail 

back to CONUS. It should include the same basic information as 
shown in chapter 9, paragraph 3a of this Order. 

i. Upon redeployment to CONUS, UPOs should immediately contact

the CPO (Attn: Operations Officer/Chief) and their respective 

installation postal officer as appropriate to announce their return 
and to provide postal officials with any information that may be 

helpful in improving mail service during future unit deployments. 

J. It may not be considered practical to route mail to

locations outside CONUS for unit deployments 30 days or less in 

duration. For deployments of this nature, all unit mail will be 

delivered to rear party mail clerks who will remove all mail for 

rear party personnel and effect proper delivery. Mail for deployed 
personnel shall be held in the mailroom until the unit's return at 

which time proper delivery will be made. If no rear party remains 

behind, the CO may submit a written request to the installation 

postal officer (Attn: Operations) to have all mail held at the 

servicing post office throughout the duration of the deployment. 

This letter must be signed by the CO or designated postal officer 

and include: 

(1) First date mail is to be held;

(2) Last date mail is to be held;

(3) Deployment location(s);

(4) Certification that no rear party will remain behind;

(5) Unit point(s) of contact and telephone number(s); and

(6) Any other information considered relevant.
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4. Continental United States (CONUS) Deployments

a. cos of units scheduled for a deployment inside CONUS for
which postal support is desired are responsible for ensuring prior 
coordination is made with their installation postal officer (Attn: 
Operations). They are also responsible for ensuring that written 
notification of the upcoming deployment is submitted to their 
installation postal officer (Attn: Operations) as discussed in 
chapter 9, paragraph 3a of this Order. Installation postal 
officers cannot route a unit's mail prior to receipt of the unit 
commander's written MRR. 

b. FPO addresses shall not be used for unit deployments inside
CONUS. Normally, all units deploying to locations within CONUS 
will maintain the use of their CONUS address throughout the 
duration of their deployment. Correspondents of deployed personnel 
must write to them using the unit's official CONUS mailing address. 
Any modification of the content or format of the address or use of 
an unauthorized address is prohibited and will only serve to delay 
mail processing/delivery. 

c. To help assure all mail can be forwarded as efficiently as
possible, cos must ensure all deploying personnel who are attached 
to other units for the deployment, check out with their parent 
command's mailroom and check in with their temporary command's 
mailroom (this process must be reversed when they return to their 
parent comrnand) . 

d. Deploying unit commanders must also ensure that properly
appointed and adequately trained unit mail clerks and section mail 
orderlies (at least two each) are assigned to both the forward 
deployed elernent(s} and rear parties as outlined in chapter 9, 
paragraph 3c of this Order. All mail for deployed units will be 
processed as outlined in chapter 9, paragraph 3e of this Order. 

e. Prior to the unit's departure, the Installation postal
officer will contact the civilian/military postal officials in the 
deployed area to alert them of the unit's impending arrival date 
and to discuss pertinent details of the unit's deployment to that 
area. Upon arrival in the deployed area, unit postal officers must 
make immediate liaison with the servicing post office in that area 
to arrange for the receipt, processing, and delivery of incoming 
mail; and the acceptance and dispatch of outgoing mail. Failure to 
make imrnediate liaison with the servicing post office can lead to 
delays in the delivery of the unit's mail. 
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f. If significant problems are experienced with the timely
receipt of mail while deployed, unit postal officers should 
immediately contact their servicing post office in the deployed 
area and their installation postal officer (Attn: Operations) for 
assistance. They should be prepared to provide detailed 
information regarding the specific nature and extent of the 
problem. 

g. Upon redeployment, UPOs should immediately contact their
installation postal officer (Attn: Operations) to announce their 
return and to provide postal officials with any information that 
may be helpful in improving mail service during future unit 
deployments. 

h. It may not be considered practical to route mail to
locations inside CONUS for unit deployments of very short duration 
(normally those less than 14 days in duration). For deployments of 
this nature, all unit mail will be delivered to rear party mail 
clerks who will remove all mail for rear party personnel and effect 
proper delivery. Mail for deployed personnel shall be held in the 
mailroom until the unit's return, at which time proper delivery 
will be made. If no rear party remains behind, the co may submit a 
written request to the installation postal officer (Attn: 
Operations) to have all mail held at the servicing post office 
throughout the duration of the deployment. This letter must be 
signed by the co or designated unit UPO and include: 

(1) First date mail is to be held;

(2) Last date mail is to be held;

(3) Deployment location(s);

(4) Certification no rear party will remain behind;

(5) Unit point(s) of contact and telephone number(s); and

(6) Any other information considered relevant.

5. Special Instructions for Marine Expeditionary Units (MEU)

a. cos of deploying MEUs are responsible for ensuring written
notification of an upcoming deployment is submitted to the CPO 
(Attn: Operations Officer/Chief) at least 45 days in advance of 
the blue/green work-ups. This written notification, or MRR, must 
be signed by the MEU commander or designated unit postal officer 
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and will serve as written authorization to route mail for all 
elements of the MEU. All mail routing requests for deploying MEUs 

must include: 

(1) Date depart for blue/green work-ups;

(2) Date return from blue/green work-ups;

(3) Location(s) of blue/green work-ups;

(4) Instructions for disposition of mail during blue/green
work-ups; 

(5) Date depart for actual deployment;

(6) Projected return date;

(7) Deployment location (Mediterranean, Persian Gulf);

(8) Units involved (including all attached detachments);

(9) Ships involved; and

(10) Breakdown of which units/detachments will be on which

ships. Indicate locations of cos down to company level for routing 

of official mail. 

b. Upon receipt of the MRR, the CPO will publicize a Mail

Handling Procedures to promulgate authorized mailing addresses and 

pertinent postal instructions to all participating commands. 

Additionally, he/she will publish a MRI to the JMPA in New Jersey 

causing the MEU's FPO addresses to be reactivated and issuing 

specific mail routing instructions. Once deployed, the MEU 

commander will be responsible for the release of all mail routing 

messages pertaining to the MEU. 

c. The MEU postal chief will be issued a stamp stock and all
necessary supplies/equipment by the Consolidated MPO. The postal 

supplies, equipment and stamp stock are only to be used to support 

the MEU during land operations. Under no circumstances will this 

stamp stock, supplies, or equipment be used while aboard ship. 

While aboard ship, MEU postal personnel (MOS 0161) will be attached 

to the ship's post office to assist in all mail handling duties and 

to perform mail handling functions for the MEU. In no case will 

MPCs be required to perform the duties or functions of unit mail 

clerks or mail orderlies. Each unit commander is individually 
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responsible for the assignment and training of qualified personnel 

to serve in these billets. 

d. Metering of official mail will be provided by the host

ship's post office while aboard ship. The official mail stamps 
contained in the MEU postal chief's stamp stock will only be used 

during land operations when no other official mail metering 

services are available. These official mail stamps are not to be 

used while aboard ship, as early depletion of the official mail 

stamp stock will jeopardize the MEU's ability to send official mail 

when deployed ashore. 

e. cos of deploying MEUs are responsible for ensuring that an

appropriate work space is provided aboard each ship upon which MEU 

postal clerks are embarked, for the secure and efficient processing 

of mail and storage of undeliverable mail and postal effects. This 

work space must meet the following general criteria: 

(1) Be securable and accessible only to the MEU postal

officer/clerks. 

(2) Be constructed to provide adequate space and security

for mail and postal effects. Doors or cages shall be equipped with 

suitable locks and all hinges shall be mounted inside to prevent 

removal. 

(3) Be located as near to the uppermost deck of the ship

and as near to the air mail terminal/flight deck as possible 

(shelter area or debark station is recommended} to allow for the 

most efficient processing of incoming and outgoing mail. 

(4) Meet all other structural/security requirements

outlined in other existing regulations. 

f. During deployment, the MEU postal officer or disbursing

officer is required to conduct an audit of the stamp stock issued 

to the MEU postal chief on a quarterly basis (during the third 

month of the deployment) so long as postal finance operations have 

not been established ashore. In the event the MEU commander orders 

establishment of postal finance operations ashore, the stamp stock 

will be audited on a monthly basis until such time as finance 

operations are formally disestablished. Upon formal 

disestablishment of postal finance operations ashore, the stock 

will be audited and the safe resealed. All audits performed 

thereafter will be conducted on a quarterly basis (during third 
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month after l�st monthly audit). The results of all audits will be 
mailed to the CPO (Attn: PFO). 

6. Pre-deployment Briefs

a. Past experience has shown that members of deployed commands
that have not been properly briefed and do not understand the 
importance of using their correct mailing address and adhering to 
all applicable postal instructions while deployed experience some 
manner of problems with their mail service. While there is no way 
to completely eliminate all mail problems, they can be greatly 
reduced or virtually eliminated by ensuring all members of a 
deploying command and their families are thoroughly briefed as to 
their correct mailing address and all other applicable postal 
instructions/regulations pertaining to the deployment. All 
commands are encouraged to conduct pre-deployment briefs whether 
deploying CONUS or OCONUS. Pre-deployment briefs shall be 
conducted by the UPO/AUPO and should be scheduled as far in advance 
of the deployment as practical. The list of topics that should be 
discussed during these briefs shall include: 

(1) Correct mailing address to be used during the
deployment. 

(2) Effective dates the deployment address is to be used.

(3) Anticipated mail transit times for letters and
packages. 

(4) Postal services available to the deploying unit.

(5) The importance of all personnel checking in and out
with the unit mail clerk. 

(6) Responsibilities of rear party mail clerks (if
applicable. ) 

{7) Customs information. 

(8) Whom to contact if mailing problems occur.

(9) Support/assistance available to the command in the
publication and distribution of Family Readiness Officer (FRO) 
newsletters. 
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b. For assistance in the preparation of pre-deployment briefs,
UPO should arrange for a conference with their installation postal 

officer (Attn: Operations) to discuss the topics listed above. 

This conference is also designed to provide key unit personnel 

involved in mail handling/family readiness duties with information 

concerning the various aspects of mail service they can expect 

while deployed, and to answer any questions involving postal 

matters as they pertain to the unit's deployment. Ensure all key 

personnel within the unit are involved, encourage the following 
personnel to attend the conference: 

(1) UPO

(2) AUPO

(3) Senior mail clerk

(4) FRO Family-gram Coordinator

(5) Any other personnel deemed appropriate

7. Customs Information. Members of commands deployed OCONUS will
be subject to U.S. Customs regulations when sending mail back to

CONUS. Families who send mail to a deployed service member are

subject to the customs regulations established by the nation to

which the member is deployed. All deploying personnel should be

briefed on customs regulations and mailing restrictions pertaining

to their deployed location. Personnel should also be advised to

contact the local customs office of their servicing MPO regarding

questions about customs regulations. Customs forms required for 

mailing merchandise to and from CONUS are available at all post 

offices. Merchandise purchased or obtained in foreign countries is 

subject to U.S. Customs regulations, restrictions, and inspection. 

Duties/taxes may be assessed on some merchandise. Merchandise 

violating U.S. counterfeit and trademark regulations may be subject 

to confiscation. 

9-10 Enclosure (1) 

A



MCIEAST-MCB CAMLEJO 5112.1A 
MAY 3 1 2017 

Chapter 10 

Emergency Disposition of Mail and Postal Effects 

1. General Disposition Instructions

a. Marine Corps conunands operating post offices, unit post
offices, and mailrooms are required to provide for the emergency 
destruction of U.S. Mail and postal effects. Such destruction, 
when necessitated by enemy action or danger of capture, will be 
in strict compliance with references (a), (b), and the 
following: 

{1) When sufficient advance warning is received. 
Deliver to the addressee or dispatch all mail on hand to the 
nearest postal facility by the safest and most expeditious means 
available. Suspend operations and transport postal effects and 
supplies to a safe area. 

(2) When insufficient advance warning is received to
permit completely carrying out these provisions and, upon order 
of the CO or senior officer present, remove or destroy mail and 
postal effects in post offices and unit post offices per the 
prioritized list in chapter 2 of reference (a). 

(3) For commands operating mailrooms, priority of
emergency disposition is as follows: 

(a) Official registered mail;

(b) Directory File Cards;

(c) Other accountable mail;

(d) All remaining mail; and

{e) All other records, equipment, mail sacks, 
furniture, etc. 

(4) For Military Post Offices, priority of emergency
disposition is as follows: 

(a) Official Registered Mail;

(b) Directory File Cards;
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(c) Blank postal money order (MO) forms;

(d) All forms of currency;

(e) Postage stamps and stamped envelopes;

(f} Paid MOs and checks on hand; 

(g) MO imprinter;

(h) Other accountable mail;

(i) All remaining mail;

(j) All-purpose date and cancelling stamps; and

(k) All other records, equipment, mail sacks, and

(5) The destruction of postal effects per this order

will be witnessed by two officers when possible, otherwise by 
one officer and one senior enlisted person. Two enlisted 
personnel or two available personnel should be used as witnessed 
if the foregoing personnel are not available. 

(6} Unit commanders conducting emergency destruction 
shall submit a complete listing of items destroyed to HQMC (MFP-
3) within 48 hours per reference (b).
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